State of Kansas
T POs with Denied Vendors

N Srruee Mo, Ao oo Boems T Statewide Management, Accounting and Reporting Tool

Date Created: August 21, 2013
Version: 1.00

Reason for Job aid: | receive an invoice and need to make a payment but the Vendor
ID is now in ‘Denied’ status on the PO and I've been provided with
an alternate Vendor ID to use, how do | make payment?

Note: Once a Purchase Order has been Dispatched the Vendor
ID cannot be changed.

1. Description of the issue.

1.1 | I have a Purchase Order that
was Dispatched prior to the —
Vendor ID being denied. Purchase Order

Uit PO Status: Dispaiched A X
POID: Budget Status: Valid w R
Copy From: - ["IHold From Further Processing
~ Header
“PO Date: [0an02/2013 5 vendor search
Vendor Vendor Details Backorder Status: None Create BackOrder
*Vendor ID: BROYLESINC Receipt Status:  Received
*Buyer: “Dispatch Method:  Email -
PoReference: | |
HeaderDetails PO Acthities Edit ShipTo Comments Merchandise: )
PO Defaults DocumentStatus  Bidder Preferences Freight/Tax/iisc.:
EditComments  Requisiions Total Amount: J5D
Purchasing Kit Catalog ltem Search ne: | @ 7| @ Retieve
Customize L] i [ 12012 (M Lost
betais | ShpTobueoste | _situses T Nemniormaion | atiwes | gra | cotiact | Receving
[Descripton | [POOty  ['WOM [Category |[Price | us
B ;‘a::e(‘n(:::ndergmund @[ 10000 LOT (517241 W acive O [ =
2B Labortoundersround €2 [ 10000 Lo [101224Q acve O 8 B =

1.2 The PO now shows that the
Vendor name has changed P ———

and there is a new Vendor Purchase Order

ID Unit: PO Status: Dispatched A X
' PO ID: Budget Status: valid ER
Change Order: 1

Copy From: - [] Hold From Further Processing
“PO Date: 06302011 [ vendor Search

Vendor Vendor Details Backorder Status: None Create BackOrder
*Vendor ID: |E 49995 *HNEW NAME**++USE 422581 | Receipt Status: Partial
“Buyer: “Dispatch Method:  Email -

B

Merchandise:

HeaderDefails PO Acliviies Edit ShioTo Comments
Caloulate
PO Defaults DocumentStalus  Bidder Preferences FreightTaxillisc.: —Cate |
AddCommenis  Requisilions Total Amount: usD
Add ltems From Select Lines To Display

Purchasing Kit Catalog ltem Search Line: U O Q. Retrieve

T stipTomuebate T statuses T keminformation T Attrbutes T

Description SetiD
20060

- lies L2 Sl oD

O] _corirct EESSSES
[Contract i [Contract Line [Release [mi
20 5
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1.3 | Things to consider. 1. The Vendor ID cannot be changed on the PO because the
PO has already been dispatched.

2. In some cases a contract has been associated to the PO so
if the PO is closed and a new Requisition / PO were created
the release amount on the contract would be overstated. If
the contract has a maximum amount, the agency may not be
able to associate the contract to a new PO because the new
PO would exceed the contract maximum amount.

3. The PO is documentation of a contractual agreement
between the State of Kansas / Agency and the Vendor.
Ideally this documentation would not be altered, after it has
been dispatched, for the purpose of addressing a SMART
functionality issue, such as the Vendor ID being denied. The
SMART team realizes that there are situations in which the
PO must be altered; however, all other possible options
should be explored first.

2. Steps for making payment when a Vendor ID has been denied:

2.1 | Navigation Accounts Payable > Vouchers > Add/Update > Regular Entry >
Add a New Value (Tab)

2.2 | Leave the PO as it is.
On the Voucher page be sure CMART -

3 ) £
to leave the ‘Vendor ID’ field
blank. ~ Add/Update o
= Regular Entry
= Voucher Search
= Quick Invoice Entry Voucher
= Summary Invoice Entry A 3 New Ver
. ‘ , _ -
Click the ‘Add’ button: comple
-5 Jouchar Business Unit: Q
= Update Open ltem Voucher ID: NEXT
= UnPost Voucher .
- Voucher Setoff Update Voucher Style: Regular Voucher -
[ Maintain Short Vendor Name: Q
[> Approve | . — |
> Control Groups juendor ID: a
[ Payments Vendor Location: [ Q
[ Batch Processes
b FE T BRATE Address Sequence Number: [ijle}
Info Invoice Number: DRT EXAMPLE
I> Reports )
~ Interfund Details Invoice Date: 07/20/2013 [+
[ eSettlements Gross Invoice Amount: 0.00
> Asset Management )
[ IT Asset Management Freight Amount: 0.00
> Banking Misc Charge Amount: 0.00
[» Cash Management
[» Deal Management Estimated No. of Invoice Lines: 1
I Risk Management
I Financial Gateway E oq
[> VAT and Intrastat .
I Excise and Sales Ta/VAT
IMD Find an Existing Value | Add a Mew Value
[» Commitment Control
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2.3

Click the ‘Purchase Order
Only’ option from the
‘Worksheet Copy Option’
drop down menu:

PO Unit:

Copy from a Source Document

Q. Purchase Order: Q _CopyPO Worksheet Copy Option:

Business Unit:
Voucher ID:
Voucher Style:  Regular

Setoff Status: Mot Processed by Setoff

NEXT

Invoice Information | Payments |, Voucher Afiiibutes

Invoice Number: |DRT EXAMPLE

Invoice Date: 0772002013 [+

Print Invaice

Interfund Status NIA

None

Vendor:

Name:

Location:
*Address:

[ Ta
)

Advanced Vendor Search

*Pay Terms:
Control Group:
Accounting Date:
*Currency:

Total:

Lease Number:

Packing Slip:

Non PO Receipt
00 Qopuenow T Bi o0

Q PO Receipt
Purchase Order Only

08/21/2013 [3)
usD @

000  Calculate

Session Defaults

FI=] Line *Distribute by Item Quantity UOM Unit Price Extended Amount
1 Amount v | Q| [ Q | 0.00
Ship To SpeedChart
.

2.4

Search for the PO, click the
PO line to be pulled into the
voucher and click the ‘Copy
Selected Line’ button:

it 27800

*PO Date Ogtion:

PouniE
Vendor I

nuonoazass

Copy Worksheet

Vouchor, 1T

520 PG Numbos To:
PO Line Hember Ta:
PO Date:

PONo:  000001Z953
bW HAME™USE 4Z2581

E 93ONE Skan
A (P To

10000 EA 1684356000

sarment of Transportabon Ve Malchod ICamceled Only.

[rem— seon_| Euu;&nede;nzs ] Roset_| —

Retun

PODme D020

BBISAUSD 10000 EA  16BMIS4 00000000I000000000038510

Baet ionics

# sssam Claraa

PO Liss Count:

1 PO Totat

1845

2.5

Change the Vendor ID.

Invoice Information | Bayments | Woucher Afiiibutes

Voucher ID:

Business Unit:

NEXT

Voucher Style:  Regular
Setoff Status:

Not Processed by Setoff

Copy from a Source Document

Invoice Number: |PRT EXANPLE

Invoice Date:

07/20/2013 [
Print Invaice,

Interfund Status NIA

PO BOX 245

HUMBOLDT,

1303 N 9TH ST

K5 66748-0245

[£][=] Lime *Distributeby Item
[

Lease Number:

Packing Slip:

Description
L

PO Unit: Purchase Order: Worksheet Copy Option: None -
Vendor:  |0000049985 @ “Pay Terms: 00  Q DuehNow [5  BasisDiType InvDate

Name:  [BROVLESIO0T €L comratcrou: | Q88 B Commemso

Location: (001 Q Accounting Date:  |08/2112013 )
jaddress: 1 Advanced vendor Search | *Currency: usD & Llon Merchandise Summary
SNEW NAME****USE 422581 Total: 1684354  Calculate

Session Defaults

—
s

Quantity UOM Unit Price Extended Amount
L Ir=rer-) [
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Invoice Information Payments Voucher Attributes

Business Unit:

Voucher ID: NEXT

Voucher Style: Regular

Setoff Status: Mot Processed by Setoff

Invoice Number: | DRT EXAMPLE

07/20/2013 [3)

Invoice Date:

Print Invoice:

Interfund Status N/A

‘Copy from a Source Document

PO Unit: Purchase Order:

Vendor: 0000422581 Q
Name: BROYLES PE-001 @

Ea

00 | puenow
[ Ta @ B commenso

Worksheet Copy Option: None -

“Pay Terms: Basis Dt Type InvDate

‘Control Group:

Location: (001 Q Accounting Date: | 08/2112013
*Address: 1Q Advanced Vendor Search *Currency: UsD @ Non WMerchandise Summary
BROYLES PETROLEUM EQUIPMENT Total: 16,843.54  Calculate

Session Defaults
522 W COMMERCIAL 8T

SPRINGFIELD, MO 65803-2632

[ &
—

Lease Number:
Packing Slip:

2.6

Select the ‘Comments’ link on
the ‘Invoice Information’ page
and enter a comment
explaining that the Vendor
name has changed.

Save and Approve the

Voucher Comments (Maximum number of characters allowed for comments is 254)

The Vendor name changed after PO 0000012953 was dispatched. The original Vendor 1D was -
0000049995 and the new Vendor 1D is 0000422581,

OK Cancel |
voucher.
2.7 | After the next hourly batch suminary T goiatoo Documarts T tvoico mormaton T payments. T youcheranoutes T gror summary
processes run’ the Voucher Business Unit: Invoice Date: 07/20/12012
. . Voucher ID: 00090593 Invoice No: DRT EXAMPLE
WI” have a matCh eXCeptIon- Voucher Style: Regular Invoice Total: 16,84354 USD
Click the ‘Exceptions’ link:
Vendor Name: BROYLES PETROLEUM EQUIPMENT CO  Pay Terms: Due Now
522 W COMMERCIAL ST Voucher Source: Online

SPRINGFIELD, MO 65803-2632

Postable / Origin: ONL

Entry Status:

Match Status: Exceplions Created: 08/21/2013
Approval Status: Pending Created By: DAOODRT
Post Status: Unposted Modified: 08/21/2013
Modified By: DADOKXH
Setoff Status Mot Processed by Setoff
ERS Type: Mot Applicable
Budget Status: Not Chk'd Close Status: Open
Budget Misc Status: Valid
*View Related Payment Inquiry - Go

5 save | [\ Return to Search ‘ [=] Motity | L Refresh

[Ex Add

Summary | Related Documents | Invoice Information | Payments | Youcher Attributes | Error Summary
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2.8

The ‘Match Exception
Workbench Details’ page will
open.

The agency should review all
match exceptions in order to
determine the appropriate
action. In this specific
situation, it is appropriate and
recommended to override the
match exception.

Match Exception Workbench Details

Business Unit:

Vendor:
Vendor Ham

Updated By:
Terms:
Gross Amt:

27600 KDOT Voucher: 00090593
0000422581 Vendor SetiD: SOKID

e BROYLES PETROLEUM Match Due Date:  08/21/2013
EQUIPMENT CO
DAQOKXH Due Date: 07/20/2013
00 Dug Now Origin: ONL
16843.54 usD  Control Group:

Match Exception Summary

Voucher Line Number:
PO Business Unit: 27600
Line Humber: 22

Line Docum

Document Details

Voucher Match Action:

Voucher Line Match Action:
PO Number:
Schedule Number:

View Document:

ent Details

Wendor does not equal PO vendor

Life to Date Voucher Amount > PO Schedule
Amount +
Life to Date Voucher Amount = PO Schedule
Amount +

Document Id:

Voucher Line Price <= PO Price with PO Amount
=

Voucher Line Price <= PO Price with PO Percent  16843.54000

0000422581

16843.54

16843.54

16843.54000

Invoice: DRT EXAMPLE
Vendor Location: 001
Invoice Date: 07/20/2013

Match Daw‘" W%E‘#%‘ ]g
Match 1%@9%:%@%!9{‘&6}: plons Exist

Match g
—

Will overnde
tions on this
ific voucher line.
ea

0000049995

16843.54

16843.54

16843.54000

16843.54000

2.9

To override the match
exception at the line level
select ‘Override’ from the
‘Voucher Line Match Action’
drop down box.

Click the ‘Apply’ button

NOTE: If there are multiple
lines with match exceptions,
agencies should review each
line exception.

To override all lines with
exceptions, use the ‘Voucher
Match Action’ drop down box
located in the top portion of
the page.

To override individual line
match exceptions, use the
‘Voucher Line Match Action’
drop down box located under
the ‘Line Details’ heading.

Match Exception Workbench Details

Business Unit:

Vendor:

Vendor Hame

Updated By:
Terms:
Gross Amt:

27600 KDOT Voucher: 00090593
0000422581 Vendor SetlD: SOKID
BROYLESPETROLEUM  Match Due Date: 08/21/2013
EQUIPMENT CO

DADOKXH Due Date: 07/20/2013
00 Due Now Origin: ONL
16843.54 usD Control Group:

Match Exception Summary

Line Details

Voucher Line Number: 1

Document D

Voucher Match Action:

etails

Voucher Line Match Action:

PO Business Unit: 27600 PO Number:

Line Number: 22 Schedule Number:
View Document:

Line Document Details Document Id:

Match Rules

Rules

oo

0 B
%

T override Options

Invoice: DRT EXAMPLE
Vendor Location: 001

Invoice Date: 07/20/2013

Matched Date: 08/21/2013

Match Status: Match Exceptions Exist
Match Type:

- Apply

Purchase Order
27800 0000012953 ~ Go

Match Rule Voucher Purchase Order Receiver

Vendor does not equal PO vendor

Life to Date Voucher Amount = PO Schedule
Amount +

Life to Date Voucher Amount = PO Schedule
Amount +

Woucher Line Price <= PO Price with PO Amaount
=

Woucher Line Price <= PO Price with PO Percent

0000422581 0000049995
16843.54 16843.54
16843.54 16843.54
16843.54000 16843.54000
16843.54000 16843.54000
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2.10

At this point there are a
couple options. Matching can
be manually started by
selecting the ‘Matching’
option from the ‘Action’ drop
down box and clicking the
‘Run’ button:

rerms: uy Uue now ungm: unNL mawn saws: WIELLH EXCEPUUNS EXISL
Gross Amt: 1684354 usD  Control Group: Match Type:

! ption 8 ry - -

Match Exception Summal Voucher Match Action: Apply

Document Details

Find | view Al First 1] 1 or 1 [ Last

Voucher Line Number: 1 Voucher Line Match Action: ~ Override h Apply
PO Business Unit: 27600 PO Number: 0000012953
Line Number: 22 Schedule Number: 1
View Document: Purchase Order -
Line Document Details Document Id: 27600 0000012953 = Go

o Vendor does not equal PO vendor 0000422581 0000049995

2 Life to Date Voucher Amount = PO Schedule 1684354 1684354
Amount +

2 Life to Date Voucher Amount = PO Schedule 1684354 16843.54
Amount+

B ¥uucherLine Price == PO Price with PO Amount 16843 54000 16843 54000

= Voucher Line Price <= PO F'rlcle with PO Percent 16843 54000 16843 54000

Action: ~| Run I
Saw

[=] Hotify

2.11

Second option is to select the
‘Save’ button and allow the
next hourly batch processes
to match the voucher.

Match Exception Workbench Details

Business Unit: 27500 KDOT Voucher: 00090593 Invoice: DRT EXAMPLE

Vendor: 0000422581 Vendor SetiD: SOKID Vendor Location: 001

Vendor Name ~ BROYLES PETROLEUM Match Due Date:  08/21/2013 Invoice Date: 07/20/2013
EQUIPMENT CO

Updated By: DADDKXH Due Date: 07/20/2013 Matched Date: 08/21/2013

Terms: 00 Due Now Origin: ONL Match Status: Match Exceptions Exist

Gross Amt: 16843.54 UsD  Control Group: Match Type:

[Match Exception Summary

Voucher Match Action: - Apply

Document Details

Find | Views Al First E 1 of1 m Last

Voucher Line Number: 1 Voucher Line Match Action:  Cverride M Apply
PO Business Unit: 27600 PO Number: 0000012953
Line Number: 22 Schedule Number: 1
View Document: Purchase Order  «
Line Document Details Document Id: 27600 0000012953 |=| Go
Match Rules
[ rues T override Gptions [T
Details |Match Rule Voucher Purchase Order
= Vendor does not equal PO vendor 0000422581 0000049995
= Life to Date Voucher Amount = PO Schedule 1684354 16843 54
Amount +
B Life to Date Voucher Amount = PO Schedule 1684354 16843.54
Amount +
2 ¥uucher\_me Price == PO Price with PO Amount 16843.54000 16343.54000
= Voucher Line Price == PO Price with PO Percent 16843.54000 16843.54000
Action: ~ _Run
Save

[=] Notify

Scenario

3. Strategies for Vendor Updates by Central

Action Taken

3.1

A mistake of fact has been
made when entering Vendor
information.

Example: TIN entered
incorrectly OR name
misspelled.

e Vendor ID will stay active, no new vendor ID.

e If TIN is being corrected, the Location code will be updated
with a new effective dated row [Jan 1* of current year] and
the correct TIN entered.

3.2

Vendor ownership has
changed and vendor is given

e The Status on the Vendor ID will be changed to ‘Denied’
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a new TIN.

Example: Corporation A has
bought out Corporation B.

and a new Vendor ID will be created.

If the state has entered into a contract with the vendor,
additional steps are required:

o Agencies will continue to pay out on existing POs
by using the steps outlined in this job aid.

o Procurement and Contracts staff will change the
end date on the original contract to the date that
the new contract is created. [Example: Original
contract 12345 expires on 08/21/2013; new
contract 34256 is created on 08/21/2013]

o On the original contract, the ‘Allow Open Item
Reference’ will be deselected so that the contract is
not available to agencies from the drop down box
when creating new requisitions.

o If the contract has a ‘Contract Maximum’, the new
contract will reflect the remaining amount of the
original contract. [Example: Original contract
maximum amount = $1,200.00 / remaining amount
= $800.00: New contract maximum amount =
$800.00]

o Agencies will need to use the new vendor ID and
new contract number when entering requisitions
after the original vendor ID has been denied.

3.3

Name change but the TIN
has not changed.

Example: ‘Past Time’
changed to ‘Past Time and
Trip’

Vendor ID will stay active, no new vendor ID.

The Vendor name will be updated on the existing Vendor
ID.

The new vendor name will display on transactions in
SMART using the updated Vendor ID.

Example: If a PO was issued to ‘Past Time’ on August 1%
and the Vendor Name was updated to ‘Past Time and
Trip’ on August 15", if the PO was accessed on August
16™ the vendor name would display as ‘Past Time and
Trip'.
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